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Manual Load CRIS Updates 

Delaware Solid Waste Authority (DSWA) and Delaware State Education 

Association (DSEA) 

 

 

 The DSWA Emplid Field will only display for DSWA Department ID 44440044 
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When entering a new hire, the system will check to see if the SSN already exists.  If so, 

the system will automatically change to Action = REH and Reason = REH.  Verify 

DSWA Employee ID, correct/change if necessary  “ULXXXXX”.  

 

 

 On the HR Transactions Form, the system auto populates the Plan code in the 

Employee Information section based on date of hire, and will assign the appropriate 

plan based on the original hire date.  

  

 If hired prior to 1/1/12, the system will assign Plan code A001 and 
display message – “Employee hired prior to 01/01/2012 in a 
pension covered position.  Pension contributions calculated at 3%”. 
 

 
 
 
 
 
 
 
 

 If hired on or after 1/1/12, the system will assign Plan code A002 

(Pension contributions calculated at 5%) 
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 Added Reason Codes for Empl Rcd 100 (DeptIDs 8800 - DSEA & 4444 - DSWA) 

 

 Action: Paid LOA (PLA) 

 Added Reason Codes: 

 LTD - Long-Term Disability  

 SAB - Sabbatical Leave  

 SDP - Short Term Disability Pending  

 STD - Short-Term Disability 

 

 

 

 

 

 

 

 

 

 Action: Unpaid LOA (LOA)  

 Added Reason Codes: 

 MAT - Maternity/Paternity  

 PER - Personal Reasons 

 SAB - Sabbatical Leave 

 SDP - Short Term Disability Pending 
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 Demographic Updates - If the End User enters the Action = DEM and Reason = 
UPD, the system will determine if a SSN exists with Emplid and Empl record.  If not, 
an error message will display: 

 

 

 

 Demographic Updates - Can only be entered for employees active in the 
Department (must be hired into the department first). 
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   NEW ENHANCEMENT – An “Update Employee Info” button has been added. 

If you notice you entered data incorrectly after you click the “Print Employee Acturarial 

Form” button, click the “Update Employee Info” button to correct the data then click the 

Print Employee Acturarial Form button again. 

 

 

 

 

 

 

 

 

 

 

 

 

 Print the actuarial form to reflect the update, then click the Submit to Office of 

Pensions button.   
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 A Department cannot perform updates on an employee that has termed from 

their Department. 

 Actions: 

DEM  Demographic Update 

LOA  Unpaid Leave of Absence 

PLA  Paid Leave of Absence 

LOF  Layoff 

RFL  Return from Leave 

SUS  Suspension 

 

 


